Formal Letter 

Use Writer’s Express p. 178 for more help

Return Address (use the school’s) Room #

Chandler, AZ 85224

Date

Name of the person or company the letter is going to

Address

Greeting (Dear, To Whom it May Concern)

Body of letter

Explain the stock unit we are doing, that you have bought their stock with your pretend money, that you will be tracking the stock all year. Why did you choose this company to buy stock from.

Make a suggestion about an improvement you think they should make in their product or service line and why it should be done.

Request that they send you something that can help in your presentation.

Thank you for your consideration.

Sincerely,

Your name

